People communicate using different methods such as sending an email, talking on the phone and placing print advertisements in specific places. Communication is the process of sending and receiving messages between two people, a person and a group or a group to a group. Written and oral communication is used daily in meetings, lecture halls and exams. Written and oral communication are unique in that each word used must have specific purpose, otherwise it can lead to misunderstandings. Over 70% of our time is spent communicating with others, and that's the one interaction every person must do. Everyone must communicate their needs and ideas. Every organization must communicate its products and services. Unfortunately, many people have trouble in this area. Some just don't have the professional impact they need to get ahead in today's corporate world. Communication is technically defined as the process in which information is enclosed in a package and imparted from the sender to the receiver through a medium. Communication can be of many types and can be summarized in short as WOVEN, i.e. Written, Oral, Verbal, Electronic and Non-Verbal. Oral and written forms of communication are the most common and frequently used forms of communication. This article is a consolidation of details so as to help you understand in detail about oral and written forms of communication.
Introduction
Communication is just as important as what we say because people judge us, our companies, our products, our services, and our professionalism by the way we write, act, dress, talk, and manages our responsibilities. In short, how well we communicate with others. Successful people know how to communicate for results. They know how to say what they mean and get what they want without hurting the people they deal with. You deal daily with peers, outside groups, customers, employees, and managers and you must have a good communication style. Communication is full of risks; despite whatever precautions and plans we make, we can never really be sure of our success. No communication ever travels from sender to receiver in the same shape intended by the sender. And, no matter how hard you try, the message will never be what you say-the message is always what they hear. But if you have a system to go by, you can at least reduce the risk and improve your chance of being effective. For communication to occur there must be a twoway interchange of feelings, ideas, values; clarification of signals; and a fine-tuning of skills.
Five universal facts about communication that you should know

Communication is related to every human activity
Communication is closely linked with every sphere of human life. It is essential in leading a meaningful human life. Enjoying peaceful life, developing person-to-person relationships, building a prosperous state etc. are not possible without communication.
Communication involves two or more parties
At least, two parties are involved in any communication process. The party who sends information is called sender and the party who receives the information is called receiver. However, in some cases a sender can send message to a large number of receivers.
Communication may be one-way or two-way process
Communication can take the shape of two-way or oneway process. In two-way communication, the receiver sends his feedback to the sender after receiving the message.
One-way communication refers to the flow of information from sender to receiver only. In this process of communication receiver does not convey his reaction to the sender.
Communication in organization flows in various patterns
In organization information flows in various directions, such as upward direction, downward direction, horizontal direction etc.
Communication is media or channel based
Every human communication occurs by using a particular medium. The media may be written, oral and nonverbal or a combination of verbal and non-verbal media. In light of the above discussion and definitions, Communication is the transfer of information from one person to another person. It is a way of reaching others by transmitting ideas, facts, thoughts, feelings, and values.
 The other main advantage of this communication method is that it helps in conveying the message with the desired pitch and tone that is needed for the message. It also saves on time in a huge way and saves enormously on effort that is spent. Oral communication is a less formal method as compared to others and hence adds a personal touch to your message. Combined with the right kind of verbal communication, oral forms can create confidence and loyalty on the sender from the receiver's side.
 There are many ways to create an effective oral communication. It is important to ensure that the words are framed properly and are delivered in the right pitch and tone. Clarity, brevity and precision are mandatory features of an effective oral communication system. It is advisable to avoid complicated sentences and jargons so as to make sure that the message is conveyed across properly. It is important to establish an eye contact and to modulate body language based on the message. For example, a strict order can be conveyed better when communicated with a formal and stern body language as opposed to a casual and friendly one.
 Though it has many advantages, oral communication has its set of limitations also. This form of communication can beWhen the receivers are illiterate, written communication is meaningless to them. Oral communication is only the way to communicate with them.
Avoiding bureaucratic complexities
Bureaucratic complexity delays the communication. In order to avoid any delay caused by bureaucracy or redtapism, oral communication should be used instead of written communication.
Causes of failure of oral communication
Absence of planning
If the message of the oral communication is not properly planned, it cannot draw the attention of the audiences. Therefore, before delivering oral message, the speaker should prepare necessary plan.
Over confidence
In case of oral communication, communicator should have self-confidence. Though self-confidence is essential in oral communication, over confidence may collapse the communication.
Lack of evaluation
In oral communication, there is little opportunity for both speaker and listener to evaluate the message. This also causes failure in oral communication.
Linguistic barrier
Improper language is another cause of failure of oral communication. Linguistic barrier arises from using unknown words, technical words, jargon's, accent difference etc.
Disregard to receiver
When superiors communicate orally with subordinates, sometimes they may show disrespect to the subordinates. Due to such disrespect, subordinates may show less interest towards the message.
Difference in personality
In case of oral communication, listener pays attention to the personality of the speaker. If the speaker holds less personality, the listener will not pay attention to the speaker's message.
Receiver's interpretation
Receiver's interpretation of the message severely affects the effectiveness of oral communication. Generally, listeners try to understand the speech of the speaker from their own emotional behavior. In such a situation, listeners may interpret the message wrongly.  It is a very concrete form of documentary evidence and can also be used for future reference purposes. As the information is written, it can be easily distributed to many people thus making it a bulk communication method. As the information does not change from person to person, the accuracy of the information conveyed is same across the entire audience.
Written communication
 To ensure an effective written communication form, it is a must to follow completeness, clarity and correctness in your writing. As there is no immediate feedback that can be received, it is important that written communication is detailed and accurate to ensure that the write message is communicated. 
